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1. Purpose & Scope
The process defines the method for audiovisual production products for in-house
productions within the Visual Information Directorate (VID) Naval School of Health
Sciences (NSHS).

2. References
The following documents are either required or helpful to perform the set of tasks in the
accompanying flowchart; a) NSHS-001, NSHS Quality Manual, b) NSHS-002, Quality
Systems Document Control, ¢) NSHS-004 Corrective & Preventive Action, d) SECNAVINST
5290.1 series, e) SECNAVINST 5212.5 series, f) SECNAVINST 3104.1, g) OPNAVINST
5290.1 series, h) OPNAVINST 3104.1, i) BUMEDINST 5290.2.

3. Definitions :
The terms listed below are defined to assist the reader.
3.1 DD1995: Evaluation and Production Request Form.
3.2 DD5290: Request for Audiovisual Services Form.
3 NSHS4400: Purchase Order Form.
3.4 SME: Subject Matter Expert.
3.5 MMP: Medical Media Production.
3.6 Treatment: Story outline of project.
3.7 Script: Production story that includes Visuals and narration, that typically goes
through three development stages, First draft, Second draft and Master.
3.8 SMPTE: Society of Motion Picture and Television Engineers.
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Reviewer Directorate & Date Reviewer Directorate & Date
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6. Process Flowchart
X NSHS-0OV-003
Receive approved DD1995 or . .
< DD5290 for action >‘— V'sh‘n‘::]'a'gmitt'm

Producer
SME

No

No

Statement of
Work

Contact Requestor Information
for required  |[4—No complete?
information
Yes
»Y
—No /Con:ract ? Yes
Producer coordinates Script research | statzr:?;:ltcgfr 323? i:tﬁs.m?a?:: ?g :‘ ead
Team for action MMP for concurrence
v v
. DD4400 & statement of work are
Team Conducts Script research forwarded to Director of VID for approval
v No
Producer develops Treatment & forward Treatment -
to SME for approval Director of \4' D
approves?
Yes
SME Approves? h 4
Approved DD4400 & statement of work
are forwarded to Budget for funding
Yes

4 v
Producer/Contractor develops first, Receive approved DD4400 & statement
second drafts, & master script & L 4 of work from Budget & hire contractors

forwards to SME for approval First Draft
Script

SME Approves?

Yes
\ 4

Director uses Master Script to create
Production breakdown

v
Producer develops Production Plan &

Master Script

Production breakdown contains
locations, scenes, & resources needed

Production Folder contains; DD1995/
DD5290, treatment outline, first draft,

y

Production

forwards for production

.. |second draft, master script and script
breakdown/production plan, talent &
music releases, approved DD4400,
Statement of work , Contractor [nvoice(s)

Folder

This document is uncontrolled in printed form




Document Number

NSHS-0V-006

Version

01

Effective Date
06 APR 01

Page

30f5

Title

AVP Production Process

Division Head receives Production
Folder & assigns a Director

Contact Requestor
for required ¢—No
information

Information
complete?

Yes
v

Director selects crew members
coordinates/aligns resources

v

Director conducts pre-production work

Production Folder contains; Treatment

~outline, first draft, second draft, master

script and script breakdown/production
plan

adance provided by
production breakdown

Shooting Schedule contains
List of daily scenes to be
recorded

Shooting
Schedule (as

No SME

y

Director conducts production work

No SME
Approves?

Yes
A 4

Director conducts post production work

No SME
No Approves?

Yes
A 4

Producer/Director conducts final
approval screening for Head, MMP,
Director VID, & Customer

Approves?

Yes
\

Director completes DD1995 , completes
production folder & forwards Master
Tape to duplication/distribution

applicable

Pre-production: Location &
Site Survey

Post Production: Editing,
narration, music, special
effects, etc.

Master Tape

>

Production
Folder

This document is uncontrolled in printed form




Document Number Version

NSHS-0V-006 01

Effective Date Page
06 APR 01 4 0f 5

Title

AVP Production Process

Master

Local
Production?

Request NSH&;%;/I-OW
No#{ Distribution Letter [« "
Information
From VI Manager
Management

Yes
h 4

Duplication
Log

Receive 5290/1 request for duplication
and/or VI distribution letter and enter into
Master Duplication Log

v

Access MMP database and locate
Master Tape (as applicable)

v

Ensure equipment is available and
operating within SMPTE guidelines

v

>

\——/
Master Duplication
Log

Duplicate/re-record material

May also receive material to
be copied at the same time

Copyright permission is

\ checked on both material sent
in and material requested from

the MMP Library prior to
copying

Check: to ensure appropriate

v . Video levels
Review copy to ensure duplication *  AudioLevels
recording * Dropouts "
*+  Meets SMPTE guidelines
Yes
A 4

Create labels and affix to duplications,
package and return master to AVP
Library (as applicable)

v

Notify customer to pick up or mail to
customer (as applicable)

v
Complete 5290/1 and file D

Master Duplication Log

This document is uncontrolled in printed form




Document Number

NSHS-0V-006

Version Effective Date

01 06 APR 01

Page
50f5

Title

AVP Production Process

7. Quality Records

Indexing ~Duration

Production Folder | VI Manager File cabinet By Title Until obsolete Destroy
Media Master Audiovisual Video Library By unique Until obsolete Archive
Production number
(AVP) Library
Master Duplication | Duplicator Database By Date 5 years Destroy
Log

8. Addendum

N/A
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